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Procedures not addressed in this abridged manual (e.g., security guidelines, accommodations, reports of
irregularity) are covered in full in the End of Course Test Administration Manual (TAM).

Test Administration Windows
NOTE: Please see End of Course Test Administration Manual (TAM) for testing dates.

During each window, a student may test only once per content area. For the entire administration, a
student may have a maximum of one test attempt per content area.

NOTE: Following an unsuccessful attempt, intervention must occur before a student may retest. School
districts may continue to deliver intervention via a locally created program, or intervention may be delivered
via Perspective, a computer-based program offered by Pearson.

There are no prescribed administration dates for each content area; all content areas may be administered on
the same day. Gateway tests are untimed; however, each test must be completed within the same school
day. A student may NOT begin a test one day and complete it the next day.

Online Gateway Testers

NOTE: There no longer will be First-Time Takers. All students taking the Gateway will be coded as
Repeat Takers.

Gateway testers comprise the following: (A) Students who entered high school prior to the 2009-2010 school
year and previously earned a credit in Algebra I, Biology I, or English II but did not pass the corresponding
Gateway exam(s) and are not enrolled in the aforementioned classes. (B) Out-of-state transfer students

who entered high school prior to the 20092010 school year and have already earned a credit in Algebra I,
Biology I, or English II.

Only students requiring modified formats (i.e., large print, braille), homebound students, and students pre-
approved by the Office of Assessment Logistics may take a paper Gateway exam.

Administering Both Gateway and EOC Exams

It is not permissible to automatically or arbitrarily administer both a Gateway exam and an EOC exam in the
same content area to a student. Administering both a Gateway exam and an EOC exam in the same content
area is permissible only under the following conditions:

e The student is enrolled in an EOC class. (The EOC exam is required—no exceptions.)

® The student has been receiving a Gateway intervention while enrolled in the EOC class.

Testing Alternative School Students

A student enrolled in an alternative school should be coded at his or her school of record (remanding
school) but may test online at the alternative school. The remanding school should register the student
in a session through PearsonAccess, print the Student Authorization Ticket, and provide the ticket to the
alternative school.

Student Data Upload

Student data must be uploaded to PearsonAccess prior to testing. A new upload is needed for each new
administration period; student information from a previous administration (e.g., Summer 2013) will not be
available. Instructions for uploading can be found in PearsonAccess at

http:/ /www.pearsonaccess.com/cs/Satellite?pagename=Pearson/QuickLink/tn.
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Late additions can be submitted via a reverse upload or entered manually.

The chart below identifies required fields for repeat takers. If non-required information has already been
submitted, there is no need to amend the upload. However, if required information was omitted, it must be
added via a reverse upload or manually. Please be advised that if a student is scheduled to take multiple
Gateway exams, a demographic update must be completed for each content area.

(If there are fewer than 9 digits, use leading zeros.)

Field Repeat Takers*
Test Administration Code gtw
Test Category GA, GB, or GE
Test Code Yes
System Number Yes
School Number Yes
Grade Yes
Student’s Last Name Yes
Student’s First Name Yes
Middle Initial Yes, if applicable
Unique Student ID Social Security numbers may no longer be used. If

a Unique Student ID is not available, an Alternative
ID number may be used.**

Date of Birth

Yes

Ethnic Origin

Yes. Select the option that best represents the
student’s ethnic origin. Select only one option in
this field.

Student’s Gender Yes
Code A B Yes
Membership Data Yes, enter 4

Instructional Availability

Leave blank

Testing Status

Repeat Taker (2)

Class Name (Teacher Name)

Yes

Title 1 Leave blank

Gifted Yes, if applicable
504 Service Plan Yes, if applicable
Functionally Delayed Yes, if applicable
Migrant Yes, if applicable
Home School Yes, if applicable
EL Excluded Yes, if applicable
EL Yes, if applicable
T1/T2 Yes, if applicable
Special Education Yes, if applicable

Modified Format LP Braille

Leave blank

EL Accommodations Q, R, S, T

Yes, if applicable

***Special Accommodations B, C, D, E, F

Yes, if applicable

*ALL GATEWAY TESTERS MUST BE CODED AS REPEAT TAKERS.

**Use the following format to create an Alternative Identification Number for a student in public school:

9 + 3-digit system # + 00001 to 99999 (Ex.: 9_

_ 00001).
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An Alternative Identification Number may be assigned to only one student/tester. If a student retests, the
Alternative Identification Number previously assigned to the student must be used; a new Alternative
Identification Number should not be assigned. Please keep a record of all previously assigned Alternative
Identification Numbers.

***Special Accommodations are now identified in the following manner:
B Read Aloud Internal Test Instructions/Items
C Prompting Upon Request
D Interpreter Signs/Cues
E Manipulatives

F Assistive Technology
Post-Test Administrative Procedures
Required Administrative Procedures
Submission of Medical Exemption Requests No

Completion of Student Demographic Data Verification (SDDV) Process | No

Completion of Teacher-Student Connection (TSC) Process No

Tools and Resources

There is one full-length practice test per content area. These tests have been provided for the purpose of
allowing students to become acquainted with the online testing format and tools. The online practice tests can
be accessed via PearsonAccess and then ePAT. They are browser based.

The standard Gateway practice tests can be accessed via the following link:
http:/ /www.state.tn.us/education/assessment/sec_samplers.shtml.

Tools available for online testing include an answer eliminator (crossing out a choice by using an “X”), a
highlighter, and an eraser (to remove the “X” and to remove highlighting). A straight edge ruler is also
available. Prior to testing, students should be afforded ample time to become comfortable with the tools
via the practice tests.

Additional tools include a calculator and a mathematics reference page. A hand-held calculator may be used
instead of the calculator tool as long as it is state-approved and only contains the original factory default
settings. Non-factory applications and programs must be disabled or removed from the calculator. (See the
End of Course Test Administration Manual [TAM]).

It is also permissible to provide hard copies of the Gateway Mathematics Reference Page to testers. The
reference page can be accessed via the following link:
http:/ /www.state.tn.us/education/assessment/sec_samplers.shtml.

Test administrators may assist students with the online tools (e.g., answer eliminator, highlighter, calculator)
and with test navigation (e.g., paging, moving from item to item). However, test administrators may NOT
assist students with any matters that are content related.
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TCAP Allowable Accommodations
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TCAP Special Accommodations
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Accommodations for Special Education Gateway Online Audio Testers

Accommodations are addressed in full in the End of Course Test Administration Manual (TAM).

The special accommodations included in this section are pertinent to the audio/read-aloud feature designed
for Gateway online testing. The read-aloud accommodation for online Gateway testers must be provided
via the computer; it is not permissible for test administrators to read the tests aloud to students.

The audio accommodation is only permissible for a student with Accommodation B—Read Aloud Internal
Test Instructions/Internal Test Items. Because there are separate instructions for the audio accommodation,
an eligible student should be placed in an individual setting or a small-group setting with other students
requiring the audio accommodation. A student requiring the audio accommodation cannot be registered in
the same session as students who will not receive the accommodation.

In registering a student for the audio accommodation, Audio must be selected in the Form Group Type
drop-down menu. The word No will appear beside Read Aloud; this should be disregarded.

Students who will test in a group setting must be provided headsets/headphones. Ensure headsets/
headphones are in working order before beginning the test.

The audio feature is not able to read isolated words or phrases. Accommodation C—Prompting Upon
Request is a viable alternative for the Read Aloud Internal Test Instructions/Items accommodation. Use of
Prompting Upon Request is appropriate when the student requires assistance to read isolated words in the
test context. The student indicates need for this assistance by raising his or her hand. The teacher/proctor
would then read the appropriate words or phrases from the computer screen.

There are no accommodations that allow the student to be provided with a definition or any variance from
what is written in the test—verbatim. This accommodation is appropriate for students who may need only
certain words read to them upon request. Students using this accommodation will not need the entire test or
even entire passages read aloud.

Accommodations for EL and 504 Gateway Online Testers

An EL student with Accommodation S—Read Aloud in English Test Instructions or a 504 student with
Accommodation B—Read Aloud Test Instructions is not eligible for the audio accommodation. As in the
past, a test administrator will be required to read internal test instructions.

Electronic dictionaries and/or translators are prohibited for all students.

Submit questions or concerns regarding accommodations to tned.assessment@tn.gov.

Test Administration Interruptions

In the event of a technical glitch that interrupts or halts testing, contact Pearson immediately. A Report of
Irregularity (RI) documenting the incident must be submitted to tned.assessment@tn.gov.

Whenever a student leaves the testing arena, the test administrator must decide whether that student is
eligible to return and resume testing. The test administrator (or student) will select the exit option if the
student is to be allowed to continue testing. Upon the student’s return, the test administrator will resume
the test for the student. When a test is considered complete (or if a student is deemed ineligible to continue
testing), the test is to be submitted. If a test is submitted prematurely, contact Pearson immediately.

If an unexpected event occurs (e.g., fire or tornado drill, bomb threat) the test administrator should have each
student exit the test. The test administrator should then close TestNav without submitting responses. When
order is restored, the test administrator should resume each student’s test.

For additional information, please refer to the PearsonAccess TestNav Early Warning System Reference Manual or
PearsonAccess Tennessee User’s Guide. Both are available in PearsonAccess:
http:/ /www.pearsonaccess.com/cs/Satellite?pagename=Pearson /QuickLink /tn.

8
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Test Results

Comprehensive Data Files (CDFs), Class Reports, Individual Profile Reports (IPRs), and student labels will be
available in PearsonAccess. Only system and school personnel with appropriate access will be able to view
reports. Each test attempt can be distinguished by a date stamp located on the Class Report.

Test results, including Comprehensive Data Files (CDFs), Class Reports, Individual Profile Reports (IPRs),
and student labels, will be available within a few days of the closing of each window. Reports are cumulative;
each window’s reports will include results for students who tested in an earlier window.

RIs must be submitted online using the TDOE EdTools website at https://tdoe.randasolutions.com.

Potential breaches must be reported immediately using the TDOE EdTools website at
https://tdoe.randasolutions.com.

Perspective

Perspective is an online tool designed by Pearson to provide students and teachers with specific resources for
remediation and enrichment. There are two websites for Perspective: one for educators and one for families.
These links are below and will also be provided in PearsonAccess. There is no login or account information
required for teachers or families to access the site.

www.PerspectiveForEducators.com/TN

see Pers e Home > Educator Resources \

. Support AboutUs
PERSPECTAVE

Educator Home Learning Resources Teaching Resources Test Bullder

Welcome Educators T iy
You can link your students' test results with targeted teaching strategies and

learning resources. Here you can explore a wide range of online learning

activities designed to enrich and improve your students' education and further

r
'9192;‘,&%,32,5% your own professional development.
OF EDUCATION

Learning Resources are now available for Gateway and EOC courses.
Help Improve Perspective  Perspective Test Builder is available for Tennessee EOC courses.
Take This Survey
View the Educator's User Guide for a comprehensive overview of Perspective.
Use the Quick Start Guide to get started right away.
Distribute the_Family Flier to students and parents to assist them In using Learning Locators and Assignment sheets.

Learning Resources
» Explore all available learning resources for Gateway and EOC courses
* Create Assignment Sheets based on each student's individual needs

Go to Learning Resources

Learning Locator™ ,. Assignment Sheet
Enter a Learning Locator from the Student Report:

Review resources linked to specific assessment performance results.
or

Enter an Assignment Sheet ID: m
Retrieve and review an assignment sheet.

Teaching Resources

» View Unit Plans

* View links to Professional Development
* View high school literature guides

Go to Teaching Resources

Create and share PDF tests

» Build a test from the item pool

= Share test with colleagues

* Print PDF versions to administer to students

Test items available for Tennessee EOC courses: Algebra I and II, English I, 11, and III, Biology, and U.S. History.

Go to Test Builder

PEARSON  Cosyight 2011 Pearson Education, Inc. or s sffiiate(s). All rights raserved. Fu\bwusn About Us | Support
\ Logos and images are property of their respective awners. Privacy Policy | Terms snd Condtions of uy
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www.PerspectiveForFamilies.com /TN

fernessee Perspective Home = Parent Resources

PERSPECTIVE

Welcome Parents and Students

‘wielcome to Perspectivel

improve your students' education.

! TENNESSEE
&) DEPARTMENT
OF EDUCATION

-
Explore 3 wide range of online leaming activities designed to enrich and 4
W

ort Announcements
T
Select Your Program
Help and Support FAG fopics are
located here. View the Family Fliet I ssiment )
J for & quick start End of Course [>)
R " (‘, Many of the interactive learning resources require that cerain free software plug-ins be
>’ f ity = »installed on your computer. You can download and install Acrobat Readen®, Flash
7 Player®, Shockwave Player®, and Java® by clicking on the links
p E A R S O N Aboutlls  Support Privacy Policy  Terms and Conditions of Use Follow us n

\ Copyright & 2011 Pearson Education, Ine. andiar one ar more of its direct ar indirect affilates. All fights reszried /

o

Support About Us

Enter Code

Enter a Learning Locator from the
Student Report Or
Enter an Assignment Sheet ID:

Enter vour Code Above
OR
Select a Prograrm Below

Learning Locator™

The Learning Locator is the mechanism that connects student performance on an assessment to learning
materials specially chosen to help students succeed. The Learning Locator is printed on the Gateway Class
Report and the Individual Profile Report (IPR). Each subject tested will have its own Learning Locator
associated with a student’s results. On the Perspective website, parents and students can enter the Learning
Locator and access resources personalized to that student’s needs.

/

-

Enter Code

Enter a Learning Locator from the
Student Report Or
Enter an Assignment Sheet D

\

4

Recommended resources are organized by Gateway Reporting Categories. Students can work through the

resources on their own or as directed by their teacher or family members.

10
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The Learning Locator is located on the Individual Profile Report (IPR) and the Class Report.

/

/

Individual Profile Report for: éT ENNESSEE e verem e

DEPARTMENT School: SCHOOL NAME
Birth Date: 99/99/99 QOF EDUCATION Test Date: FALL 2012 — mm/ddlyy

Student ID: XXX-XX-9999 Test Form: 2
Tennessee Gateway Assessment

System:
FIRSTNAME M. LASTNAME o

Gateway Language Arts Test Results

Your student has answered 27 items correctly on the Gateway Language Arts examination. This score does not
meet the Tennessee Language Arts Gateway Requirement; this test must be repeated. Please contact the school
to set up a conference to discuss these test results and to address your student’s educational needs.

RCPI 1 1 RCPI APl Your student’s performance on each one of the Language Arts
Reporting Categories ivtie for Below | | for for Reporting Categories is given to the left. The Performance
cvel Student | Proficient | Proficient | Advanced | proficient | Advanced Level for each Reporting Category is further designated as
" T H Below Proficient (designated by an open circle), Proficient
01 Grammar Convertions ° S ; i “° & (designated by a flled circle), or Advanced (designated by a
02 Content o 65 28 44 filled star). The Reporting Categories Performance Index
: | (RCPI) is an estimate of the number of items your student
03 Word Choice O 43 | 50 78 would be expected to answer correctly if there had been 100
| such items for that category. For example, an RCPI of 94 in
04 Organization o 46 E— 40 70 Grapgmar Conventions indicates that your student would
. | ! cgyfectly answer 94 out of 100 questions in that category.
05  Meaning (e} 49 | 61 84
06 Technique [} 28 | : 44 78 1 N
X Visit http://P iveForFamilies.com/TN to access learning
Performance Level Indicators Learning Locator™ 0000000 materials and other educational resources. On the website,
* Advanced enter the Learning Locator™ provided. Select from the list of
@ Proficient online learning materials mapped specifically to your student’s

test results. Use the online materials to guide your student's
learning - return as often as you like and be an active
participant in your student’s educational progress.

O Below Proficient

This report shows that your student needs improvement in:

Grammar Conventions, Content, Word Choice, Organization, Meaning Purpose:

and Technique.
This report provides a comprehensive record of this student’s performance. It is
a source of information for instructional planning specific to the student and a
point of reference for the teacher during a parent-teacher conference. It provides
information regarding the student’s performance on the Gateway Language Arts
examination which will be reflected in the student’s cumulative record.

mmddyyyy-Z9999999-99999-9999-9999999

J

Class Report C TENNESSEE s
Teacher: LASTNAMEFIRSTNAME @ DEPARTMENT TesiDae FALLZ0EZ
Class Period: § OF EDUCATION el

Content: Language Arts Tennessee Gateway Assessment

Purpose: This report provides prefiminary data from the Tennessee Gateway test. Only student Individua! Frofile Hepnm{l“%labels reflect final results

D= Leaming Numper Ciploma
Student 1] Ao Tested (Lo Correct Requirement
LASTHAME, FIRETHNAME A 0o 08 vy 0000000 [ 2 HOT MET

\
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Report of Irregularity (RI)

QompleTion insTruCTions

The Report of Irregularity (RI) is used to report a serious irregularity during testing. The RI should be
used only for the irregularities listed on the RI form. Other circumstances may require an Inactive Test
Material ITM) form.

Sample Circumstances Action
Incorrect subtest taken Complete RI
g’;;c‘lje;t Artzzzi;/s;l Oig;o;;:ct Special Accommodation or took test without appropriate Complete RI
Student left with parent/guardian during test session Complete RI
Student refused to take test; Test Administrator ensured completion of demographics Complete RI
School was dismissed during testing due to inclement weather Complete RI

Student erased holes in answer document; answers were transcribed to another
answer document

Complete RI

Flu epidemic during testing caused large number of absences

Process Normally
RI is not required

covered

Student tried to look at the paper of a neighboring student whose answers were Process Normally

RI is not required

Student made random responses or drew on test

Process Normally
RI is not required

Student upset about external events

Process Normally
RI is not required

Student left glasses at home

Process Normally
RI is not required

Fire Drill or Bomb Threat

System Testing Coordinator
immediately notifies Office
of Logistics for instructions

d To complete the online RI information:

O Go to the TDOE EdTools website at https://tdoe.randasolutions.com (requires User Name
and Password).
O Select “Assessment Forms” from the “Processing” tab.

1.

PN U N

12

Select the “Reports of Irregularity (RI)” button at the top of the School Audit.
Select Grade and Content Area/Subtest.
Select the irregularity: A-J.
System and School Name will be pre-populated.
Enter Incident Date.
Enter Teacher Info (Last Name, First Name).
Enter Contact Info for the State (Name, Email).
Enter Student Info (Last Name, First Name, Middle, Unique Student ID).
v Be sure to select the “Add Student to List” button.
v If an irregularity involves all students in a grade, type the following in the Student
Info section:
Last Name: ALL
First Name: STUDENTS
Unique Student ID: 000000000

. Document the Occurrence: Provide a detailed explanation of the irregularity. Incomplete

information may result in delayed test processing.

Copyright © 2013 by Tennessee State Department of Education
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% @ TDOE EdTools » PROCESSING > REPORT... | +

& | @ tdoeqa randasolutions.com/Processing,

COMMUNICATIONS MATERIALS

entForms/RLaspxits

|| H W
@ EDUCATION

=

- - [ Update My Profile | [ Log OFf |

e
PROCESSING REPORTING

Change Site View To:

RESOURCES

PROCESSING > REPORTS OF IRREGULARITY (RI)

| ris J School AF Audit Wl District AF Audit [} State AF audit Jf Processing Admin |

Rl Serial #

After you have saved your R, you will be able to add

Test: [2013 Fall End of Course

Grade: —-Select- -

Content Area / Subtest: © Algebra |

© Algebra
© Biology |
©) Chemistry |
@ English |

nglish 11
) English 11l
@ US History

attachments

This form is to be used only if one of the following irregularities occurred. Please mark the most appropriate that apply below:

© A. A student or a group of students cheated

B. Test administrator/proctor provided inappropriate assistance to student(s)

@) C. A student left or was removed after beginning the test and was unable to complete the test or subtest. Specify reason and number of items

completed in documentation below

@ D. For timed tests/subtests, time limits were not observed. This includes receiving unauthorized additional time or not enough time, working
ahead, or going back to a previously completed subtest

) E: Inactive Test Materials Form: A student completed a test using multiple response documents, defective materials or the test became damaged or

contaminated. Ensure that contaminated documents are securely destroyed and include this information in the occurrence documentation on this

form. Non-contaminated, damaged or duplicate response documents should be returned with this form. The valid student response document should
be returned under the appropriate TAG or GIS for scoring.
' F. A student took the wrong test or subtest. District Testing Coordinator must contact the State for further instructions

H. Breach of Security Request
7' 1. Medical Exemption Request
@1 J. Other reasons. Please specify

©) G. Improper test modifications/accommodations were used

Note: The Breach of Security and Medical Exemption Request Forms are now to be completed online. The PDF version of the Breach of Security and
Medical Exemption Request are still available in case you need to print them.

District Name:

School Name:

|00191] - DAVIDSON COUNTY

|0020—ANTFOCH HIGH
Incident Date: 10/21/2013 1:01:51 PM

Student Info

Last Name (ss sppsars on test document):
First Name (as appears on test document):
Middle Initial (2s zppasrs on tast documant):

Student Unique ID:

Add Studentto List>>

Teacher Info (as on the Group Information Sheet): Last Name:
First Name:
Contact Information for the State: Name:
Email:
Unique ID Last Name: First Name Migdie Name.

—_—

T a—— —

e

B
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Test Directions for Gateway Mathematics, Language Arts, and Science (Non-Audio)

Students requiring the audio accommodation cannot be registered in sessions with students who will not
receive the accommodation. In registering students for the audio accommodation, Audio must be selected in
the Form Group Type drop-down menu.

Make sure each student has a printed Student Authorization Ticket (test ticket). Test tickets contain the URL
that students enter into TestNav to access a test, a unique Login ID, and a Test Code needed to log in to the
test. Tickets also contain keystrokes for navigating through TestNav.

Have students log in. Students will encounter the instructions for testing featured below.

Begin reading the following instructions to the students:

SAY

14

Follow along on the computer screen as I read the directions aloud.

Test questions will be presented one at a time. Each question will be followed by several possible
answers. The computer will allow you to have only one answer chosen at a time for each question.

To answer a question, use the mouse to position the pointer over an answer and click once.

Listed below are the available keystrokes and definitions:

CTRL/Control + Left Arrow Back (returns to the previous screen)
CTRL/Control + Delete/Del Reset (clears responses from the current question)
CTRL/Control + R Review (marks the question for later review)
CTRL/Control + Right Arrow Next (moves you to the next screen)

Page Up Scroll up

Page Down Scroll down

Throughout the test, read and answer each question.
Navigation buttons appear at the bottom of the screen for each question.

Tools are available for this test. Each tool can be accessed by clicking the appropriate icon on the
toolbar at the top of the screen. For help with a tool, click on the help icon on the toolbar at the top
of the screen.

Students are required to complete the test in one session. Do not attempt to leave the testing

system by closing the window. Doing so will result in termination of the test. Restarting a test

requires the test administrator’s assistance.

At the bottom of this page, click the Next button.
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Test Directions for Gateway Mathematics, Language Arts, and Science (Audio)

Students requiring the audio accommodation cannot be registered in sessions with students who will not
receive the accommodation. In registering students for the audio accommodation, Audio must be selected in
the Form Group Type drop-down menu.

Make sure each student has a printed Student Authorization Ticket (test ticket). Test tickets contain the URL
that students enter into TestNav to access a test, a unique Login ID, and a Test Code needed to log in to the
test. Tickets also contain keystrokes for navigating through TestNav.

Have students log in. Students will encounter the instructions for testing featured below.

Begin reading the following instructions to the students:

SAY

Follow along on the computer screen as I read the directions aloud.

The audio controls are in the box that appears in the bottom left corner of the text display. An
example is shown below.

Read Aloud Audio Player

0000/ 0035

¢ To move the audio box, click and hold your left mouse button on the top gray bar of the audio
box and then move your mouse to put the box in a different location. Release the mouse button
to leave the box where it is displayed.

e The audio control at the left of the audio box will allow you to Play and Pause.
e Use the mouse to slide the audio position bar to move to any point in the audio.

® The volume control at the right of the audio box allows you to adjust the volume (clicking on
larger bars increases the volume, and clicking on smaller bars decreases the volume).

Test questions will be presented one at a time. Each question will be followed by several possible
answers. The computer will allow you to have only one answer chosen at a time for each question.

To answer a question, use the mouse to position the pointer over an answer and click once.

Listed below are the available keystrokes and definitions:

CTRL/Control + Left Arrow Back (returns to the previous screen)
CTRL/Control + Delete/Del Reset (clears responses from the current question)
CTRL/Control + R Review (marks the question for later review)
CTRL/Control + Right Arrow Next (moves you to the next screen)

Page Up Scroll up

Page Down Scroll down

Throughout the test, read and answer each question.
Navigation buttons appear at the bottom of the screen for each question.

Tools are available for this test. Each tool can be accessed by clicking the appropriate icon on the
toolbar at the top of the screen. For help with a tool, click on the help icon on the toolbar at the top
of the screen.

Students are required to complete the test in one session. Do not attempt to leave the testing

system by closing the window. Doing so will result in termination of the test. Restarting a test

requires the test administrator’s assistance.

At the bottom of this page, click the Next button.
15
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Online Testing: Most Frequently Asked Questions

What resources are available for online testing? Where can I access them?

e Under the Support tab in PearsonAccess are several resources to assist with online testing activities:
http:/ /www.pearsonaccess.com/cs/Satellite?pagename=Pearson /QuickLink/tn.

¢ Student Registration—SDU Template and recorded WebEx Training

e Proctor Caching/TestNav—under the training tab is a presentation—Proctor Caching Overview 7.5
* Session Management—Recorded WebEx Training—GW Online Testing

¢ Customer Support—1.888.817.8658

Whom should I call for assistance?

¢ Policy questions should be directed to tned.assessment@tn.gov.

¢ Technology and PearsonAccess functionality questions should be directed to the Pearson Support
Center at 1.888.817.8658. Pearson will be available Monday-Friday, 6:30 a.m.-7:30 p.m. (CST),
throughout the online testing process. For timely assistance during testing, call the Support Center;
sending an email could result in having to wait for a response.

What should I do if a student’s login or code does not work?

e Ensure the session has been started.

* Verify the student is using the correct login information provided on the authorization ticket
(Note: The test code is case sensitive; letters are in all caps).

¢ Contact Pearson Support at 1.888.817.8658.

What should I do if there is a power failure?
¢ The student test will go into an exited status upon the exit of TestNav (with or without responses,
depending on whether the student had started answering test questions).

¢ The test administrator will need to go into Test Management—Manage Test Sessions—Session
Details—to resume the student test once power is restored.

* The student will be provided the original authorization ticket to log back into TestNav to resume his
or her test. All responses up to the power outage will be retrieved when the student logs back in.

* Submit a Report of Irregularity (RI) to tned.assessment@tn.gov.

What should I do if there is a fire or tornado drill, bomb threat, etc.?

¢ Close TestNav—do not submit responses.

® Test administrator will then need to resume the student test when it is safe to resume testing.
® Submit a Report of Irregularity (RI) to tned.assessment@tn.gov.

What if I have a report of irregularity or a potential security breach?

* Notify tned.assessment@tn.gov of Reports of Irregularity (RIs) and potential breaches of security.
Irregularities that occur during testing should be documented on the (Gateway) Report of Irregularity
form included in this manual.

When I try to establish an audio session, No appears beside Read Aloud. What should I do?
* Read Aloud option will remain No. Select Audio by going to the Form Group Type.
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What must be in place in order for students to test?

e TestNav (technology setup)

* Proctor Caching (technology setup)

e Student Registration Process (Student Data Upload [SDU] or manually enter student)
¢ Set Up Student Sessions (Test Management—Manage Test Sessions)

e Print Student Authorization Tickets—Session Details (Steps—Test Management—Manage Test
Sessions—Select Session—Session Details)

e Start Test Session—Session Details
When do I have to submit the Student Data Upload (SDU)?

e The SDU is the student registration process. A student must be registered before a test session can be
set up.

If a student needs more than one test, do I have to register him or her more than once?

* Yes, a student must be registered for each test he or she will be taking.

Does it matter if a student is already in PearsonAccess (e.g., as a former ACH tester)?

e If a student already exists in PearsonAccess as an ACH tester, the test assignments loaded for that
student will be added to his or her registration. PearsonAccess does a validation on the Student
Name, USID, and Date of Birth.

Must I test students all on the same day?

* No, students may be tested any time during a test administration window.

Must I administer certain tests on certain days?

* No, Gateway exams do not have to be administered in a prescribed order; all content areas may be
administered on the same day.

Must I administer the same test in a session (e.g., all GWY LA)?

® Sessions can only be set up by subject.

* A new session is required for audio students by subject.

Can I register students for audio and main/non-audio in the same session?

* No, these are different forms and must be set up in their own session by subject.

When I select a date and time for a session, what happens if the session lasts longer than 120
minutes? What if I don’t conduct a session on that date or students are absent?

® The session date and scheduled time are there only for administrative purposes. There is no
restriction to testing outside the scheduled date and time.

What if I have a student who will test at a different site? For example, an alternative school student
who must be coded to his or her remanding school but will test at the alternative school.

* The only restriction to taking a test is that the student must have an authorization ticket and be under
a started session in order to take the assigned test.

Can a student test more than once during the same window?

* No, during each window, a student may test only once per content area. For the entire
administration, a student may have a maximum of one test attempt per content area.

17
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What if I need to revise demographic data for one or more students? How do I do so? Will I have to
do so for each test?

* Yes, demographics will need to be updated for each test. This can be done by doing a reverse SDU
or manually by updating the demographics under the assigned test. Contact Pearson Help Desk at
1.888.817.8658.

What should I do if additional students need to be registered?

¢ This can be done by adding to a new SDU template and uploading or manually entering a student.

Can students who are no longer in school participate in online testing? How should they be
registered? What should I enter in lieu of an EIS number?

* Yes. These students can be registered by adding to a new SDU template and uploading or manually
entering a student.

* PearsonAccess requires a 9-digit ID to register a student. For these testers, systems must create an
alternative identification number.

Use the following format to create an Alternative ID number for a public school student:
9 + 3-digit system # + 00001 to 99999 (Ex.: 9_ _ _ 00001).

* Systems are not required to provide Gateway remediation/intervention to testers who are no longer
enrolled in school.

What should I do if I need to reschedule a session or student?

* A session date and/or time may be rescheduled. Depending on the circumstances there could be a
need to move a student into another session. This can be done by going into Session Details, selecting
the student to be moved or removed from the existing session, and clicking the move or remove
button. Rescheduled students and late additions can be uploaded on the day of testing; however, it is
recommended that an upload be submitted at least 24 hours prior to testing.

How do I start a session?

¢ Click on the Test Management tab.

* Go to Manage Test Sessions.

* Select the session you want to start.

¢ In Session Details select Start.

What should I do if a student needs to leave the testing site (e.g., restroom break)?

¢ Exit TestNav without submitting responses.

* The test administrator will need to resume the test for the student to continue testing.

How do I stop and resume a test?

* A student test is stopped only upon the closing or exit of TestNav, putting the test in an exited status.

* The test administrator will need to go into Test Management—Session Details—to resume a test for
the student to finish an exited test.

e All testing must be completed within the same day.

What should I remember to do before ending a session and submitting tests/answers?

* A session must be closed to submit student responses to Pearson for score/report processing.

* A session cannot be stopped until all students assigned to that session are in a completed test status.
What if I submit in error or prematurely?

¢ Contact Pearson Support at 1.888.817.8658 immediately.
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How can students access the online Gateway practice tests?
¢ Full online Gateway practice tests are available as ePATs in PearsonAccess. To access the Gateway
ePATs, click the Support tab in PearsonAccess and then click ePAT under Resource Categories.

e Standard practice tests can be accessed via the following link:
http:/ /www.state.tn.us/education/assessment/sec_samplers.shtml.

What are the test administration dates?

® Please see End of Course Test Administration Manual (TAM) for Testing Dates.

How do I access scores? Who is authorized to do so?

¢ In PearsonAccess, go to Test Results—Published Reports. When an account is set up in
PearsonAccess, there is a role selected for an individual to have access to reports. System testing
coordinators are responsible for establishing new PearsonAccess accounts.

What reports will be provided? What information will the reports contain?

e Three reports are provided to schools: a preliminary Class Roster, a final Individual Profile Report
(IPR), and final label. A Comprehensive Data File (CDF) is also available for systems. All reports are
provided in PDF format.

e The Class Report will feature students’ names, numbers correct, and met/not met statuses pertinent
to Diploma Requirements. The IPR will include reporting category performance index information
and the numbers correct. The label will include met/not met statuses as well as numbers correct.

What is a Learning Locator™?

¢ The Learning Locator is a code that will be printed on a student’s report. The goal of the Learning
Locator is to provide teachers, parents, and students with resources that are specifically aligned to
the student’s performance on the measured standards. When a student’s test responses are scored,
a statistical analysis program calculates that student’s performance profile. The profile is matched
to a Learning Locator. Students then visit the Perspective website, enter their Learning Locator, and
receive materials personalized to their performance profile and learning needs.

® The goal of Learning Locator is to provide teachers, families, and students with resources that are
specifically aligned to their state’s standards and to the student’s achievement level. The Learning
Locator is designed to provide targeted practice on specific standards in order for students to meet
achievement criteria for their existing achievement level and to move to the next achievement level.

How are learning resources determined?

* A variety of supplemental learning resources is reviewed in order to provide Learning Locator
learning activities for all of the assessed standards on a test. Using specific criteria for approving
resources, content specialists locate learning resources that

¢ are directly linked to the assessed standard and the student’s specific achievement level;

¢ contain quality content;

* are appealing to students; and

e are presented to students in a variety of formats (games, worksheets, guided lessons, quizzes).

* Resources that meet the above criteria are included in the grade-level pool of resources and are
linked to the assessed benchmark. This pool of resources is then reviewed and narrowed in order to
help students focus on resources that will provide the most effective practice in specific standards
and at a particular performance level.

¢ Learning Locator resources are correlated directly to a student’s assessment profile. Learning Locator
is the categorization of a student’s performance by content area (subscale) on the state assessment.
This data is correlated with learning materials specifically chosen to help that student succeed. A
Learning Locator is printed on the Individual Student Report delivered to each student following the
state assessment. Each subject tested will have its own code associated with the student’s results. On
the Perspective website, teachers, families, and students can enter the code in the Learning Locator
field and access resources specific to that student’s needs.
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Why does the Learning Locator give students resources that are below grade level?

Some resources were initially developed for a national audience, and such a resource may be
labeled with a grade level other than the grade level in which it appears. These resources have

been specifically aligned to the state standards and should be utilized in the grade-level library or
Learning Locator in which they appear. Additionally, due to Learning Locator assigning resources
based on a student’s specific assessment profile, some student profiles will include resources that are
below or above the student’s enrolled grade level.

How does the Learning Locator know what resources a student needs?

Content alignment activities are conducted by content specialists who have classroom experience
in the grade level and content/domain measured on the assessment. The outcome of the alignment
activity is a set of catalogued resources that are specifically correlated to the state assessment and
to the student’s achievement level. By using Learning Locator, students can access a personalized
set of supplemental resources designed to provide practice on specific standards and to encourage
students to meet achievement criteria for their existing achievement level and to move to the next
achievement level.

Can I use the Perspective website without a Learning Locator?

Yes, if you note that your student is struggling with a specific objective or topic you can use the
Perspective website to locate resources to address your student’s needs.

How does the assignment sheet work?

Teachers can select learning resources within the Perspective website’s library of available materials
and print out an assignment sheet for a student to complete. The student visits the Perspective
website and enters the Resource ID numbers for the learning resources in order to access and
complete the assigned material. The student can then mark his or her progress on the printed
assignment sheet.
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